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SUBJECT* ifeajKmsibility for Ctotainin fteceirtiig Reports for 
Materials Delivered or Services Rendered 


1, Considerable difficulty has occurred within the Office of 
the Comptroller {fiscal Division) in obtaining:;: necessary evidence 
of delivery of equipment, supplies, and services for items covered 
by contract or agreement with the various organizational elements 
of the Armd Services* In the absence of receiving reports or 
certification of perforosun.ee for services rendered undue ■ delay is 
encountered in the payment of vouchers for reimbursement as submitted 
by the Armed Service®. 

2* The itena delivered or services rendered by the Armed 
Services generally fall into the following groups, uartelys 

a. Acquisition of real property 

b. Construction of facilities 

c. Rendering of miscellaneous, services 

d. Effecting shipResits from ports? of eefcarkatlon 

e* Delivery of supplies. and eqaipBsrit to Agency depot 
locations within the continental limits of Hie United States 

I 

f* Delivery of supplies and equipment to otter locations 
within the continental limits of tbs© United States not raider 
the Jurisdiction and control of the Office of Proeur«aent and 
Supply* 

g. Deliver,' of supplies sad equipment to Agency personnel 
located overseas fro- Arsed Services- supply installations for 
which r eimbursesKsn t is effected in leashing ton. 

3. Many of the 1 teats delivered or services rendered pertain to 
and are received by office© other than the Office of J^roeermnent and 
Supply, ouch as the Office of General Services, Office of Training, 
Office of Communications, Medical Office^ Technical Services Staff, 
area divisions of DB/P, etc*. wit^^MI fgprult that such, offices will 
of necessity be called typtin *° ateknovLedge receipt thereof . 
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Accordingly, except for deliveries of supplies and eqp&pam* aa 
referred to in paragraph 2 g. above, in those Inst^ces ^.ere 
evidence of receipt is not the normal responsibility of tot- --ice 
of Procurement and Supply, it will be the reeponsib ' > 

office or division initiating the procurement requisition to fu»u»u 
the Fiscal JJifteian with evidence of receipt of material or m, 
cervices rendered, regardless of whether delivery ®f ® uc " * "" m 
m* the -services rendered was effected within or outside tne 
continental Units of the united States. 

k, Hth respect to dtelivcri.es «f supplies and equipment by 
the Aswed Services to averse® locations, as referred to in ^ar. 

2 g it will be the responsibility of the station Procuress t « 
Supply Officer to obtain evidence of receipt to the fora © 
delivery tickets or receiving reports signed by the stotioa > 
employee receiving the iters. In connection with each receipt 
allotment code applicable to toe end use of the Items acquired 

be indicated an. the delivery ticket or receiving report. 
Consolidated receiving reports will be prepared by the Pr^urcmcnt 
& Supply Officer at each, station periodically (not l&ma£tm 
than cnee a son to) to cover toe individual receipts. The oragi.-e-, 
and necessary copies of toe consolidated receiving report ^ 

be deliv ered to toe appropriate reprosen tatto s of toe Air®d 'crv i ces 
for transmittal through channels to Washington, in support ©f 
bi lling s rendered by the Araed Services to toe Agency. Three 
copies* toe consolidated receiving report supported by tore® 
copies of a schedule of individual receipts, Including a 
recapitulation of charges by allotment code, and one o... eac( 

delivery ticket or receiving report listod "**j**?*L J , 

individual receipts, will be transmitted by toe field Static, to 
headquarters. The schedule of individual receipts will meteatoi 

Date of receipt 


D^lt^ry ticket nuftbfer 
i^ount of ©&©h ticket 

Allotment code(s) applicable to each delivery (where more 
than one allotment code is applicable to one delivery 
ticket, the respective amounts are to be shown beside 
toe appropriate allotment, code) 

Two sets of documents consisting of copies of the consolidated 
receiving report and schedule of individual receipts. Including tee 
recapitulation of charges by allotment code will be marked 
for toe attention of the Finance Division, to be used for purposes of 

s t S9 ^» ?A 

cowbiwrr «*®!Er 
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liq u i d a ti n g flbiigatlen# and «fr««ting apjsro^late awawpafin the 
aetewita by prqjett tor a* Jar MG%trih&* tim *M.m s *#% of 

dor&M&ta itVip^arWi fey Urn individual eoeSee e*‘ t‘:e delieoey 4! ©brt* 
or racoieitt* ftp *&ri* *111 h* -sarfe*-? for %h* of %m 

vtiim «f 4 sp.-pty ts he need -far mlm&k ebsstrol 

fKir&oaae* 

Epoetfio request* far reset yim: report dc«eur*«p4*tleft su* 
by Far, t* g* # atoeee, el 1.1 be »*s4s to tts« etaticr. 
pnmirmm- 1 ««d of fleer, 

5 * t*»edl»t«l:f the poll (tins *.>i mapanet&U ttleg 

jpreeeriStad hereto «UJ apply elth r**?mt fee tb* Ag*t «e:f reeeieiisg. 
ori^r-e* ef receipt ef eq^ipemt, a^is eereteeo WRilarei# 

a* ffee QtTtm tf tfee Controller (Kswl Uif’iii*} *111. 
aogragafe* all iMSMtheir* for ahiote. ta*»w* is ae evtdoKe# «f 
receipt- •sal <Set**»i»a» ihroesto refer**}©* to the 
or other nibHiptiap dmessent, the of fie* tottiatlng iiw 
•psreraraaeat, mqoialt&a: and the j*otet of 

b* ffe* JTiaaal Civitrion, »y trmmitXml eo^aso^aft* will 
refer each transmit or- for ehlefc aatlafbetory rseeteiaf data 
l# &*l ^rerldod t» tire a^ygprtate efflet nkleh will take 
sffeetiw s-silass fee obtain proper mattflcatlaa at*d oeiaeaee 
of delivery and rotnra the file aespletaly dtaaaaoasted to ie 
fieeel fl vision* Aeoer»H?^tly# femi««rfet©ri* relattaf fees 

(X) the aeqaiei 1 ' «x of ml property will be referred 

fee the *f frt>*cTmmr% «swi S«pi»ly* Seal tatata 

MetatOB* {•*• 2 &« above}* 

(2) Tbs eii r .W'«jt of ej^ljowwit or sa • >11#* to Agency 
depot lotat-toea sttblp U» mtiiHetal lie! fee ef th* 

'hi ted staler eill be referra*- fee tfe* cifflea ©r i»*oc •;*’♦• 
raopt $tsd ff-nyly* fvsppl'f $$ vision (mt 2 », afeev«*>* 

( 3 ) AU other deliver!** will he t?eie.rr©*f to the- 

vft%m or dieSalon KMeencible for Initiating tho 
pr*ott3r««^% {»«* ? t e* t «*, a?se 2 f, 

abeww). 
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6. The Office of Procurement and Supply and the Office of the 
Comptroller will take iraasediate steps to work out effective procedure® 
with the Ajned Service® at the headquarters level ar.c in the? field 
with a view to simplifying billing and payment procedures by 
arranging that appropriate receiving reports (consolidated in tee 
case of overseas procurements) be attached to billings presented to 
the Agency for payment. 

7. The Office Of .Procurement and Supply will take israediate 
steps to issue in Manual fom the manner in which receiving reports, 
are to be prepared, including the distribution and flaw of espies • 

This will result in the Office of tee Comptroller receiving evidence 
of delivery under the circumstances indicated in tee preceding 
paragraph® as well as any other circumstances not specially 
mentioned herein, thereafter, evidence of receipt must be reported 
or> CIA. form 36-IA* Receiving Report, or other aathcrised document in 
lieu thereof, properly certified by the responsible officer or 
employee receiving the items delivered or services rendered. 


fob tm BiasctoE of chmebli ssm&mmm 


WALTER REID SOLF 

Deputy Director 
( Adminis tra ti on } 

Cntcurreneess 
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